Tuition Assistance (TA) WAWEF Invoice Input

1. Access the Wide Area Work Flow website at https://wawf.eb.mil. Scroll down
and click the Logon link.
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2. Enter your username and password and click Submit.
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My
Adil Additional Role
lLl endor files, EDI files, or to cut-and-paste text field data into the WAWF Web application, then the text must first be cut/copied out of the
| word processor pragram and pasted into Microsoft Motepad, or another ASCI text editor and saved in the text editor, befare
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C ick the + icon next to Vendor to expand the menu.

ide Area Workflow Version 3.0.9 - Microsoft Internet Explarer provided by Navy Marine Corps Intranet
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Please start by selecting one of the links from the left menu.

C
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e /Log Out
My Profile Maintenance WARNING!

Role Maintenance

If using a word processar program (i.e. Microsoft Ward, WordPerfect, Microsoft WordPad, Microsoft Write, etc.) to create FTP

sending the data to WAWF. This converts the text to text-only format and removes contral characters that contain formatting

Yendor Yiew Only information

Please DO NOT use the browser BACK BUTTON within the WAWF application

The use of the browser's BACGK BUTTON is not supported within the WAWE application when cornpleting electronic forms.

ETP/EDI Guides & Other
Supporting Documents =
Usze of this button will cause the loss of data not yet saved to the server.

GFP FTP/EDI Guides & Other
Supporting Documents Where they exist, use the RETURN or BACGK buttons to retumn to a previous page within the WAWE application.
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Click on Create New Document under the expanded Vendor menu.
[ Yendor

Create New Document

Create Misc. Pay
View Vendor Documentis

Access Rejected Receiving
Reporis

Access Rejected Invoices
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5. Input your contract number, leave the delivery order blank, and choose your
CAGE code from the drop down menu and click Continue. Contract number will
be provided by WAWEF POC (Carolina Pinto/Brenda Cox/Larry Epperson).

Create New Document

* = Required Fields

Contract Humber *

N6382206M1056

_Qurllirluul Reset i Page ﬂale|

Delivery Order CAGE Code/Ext. *

| | [

6. Click OK to the message that appears.

Microsoft Internet Explorer x|

The contract daka is not available in Dol EDA,
Please enter contract information,

Click the Return butkton to enter a different Contrack Mumber
ar continue creating the document.,

7. Enter the Pay DODAAC N68566 and click Continue.

" = Required Fields

N6382206M105

Create New Document

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC*

098 |MGE5EE]

gnnlinua' Return l Reset ' Pnia ﬂalEl
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Click the radio button for “Invoice”. The screen will refresh as below. Click
Continue.

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC
N6382206M1056 0aYYs MNEE5EE

Search For:

Invoice Ho.

[ Template
# Active Documents ¢ Archived Documents

Select Document to Create: =
& |nwvaice I j

 Inwoice ag 2-in-1 (Services Cnly)

" Construction Payment Jnvoice
Eeceiving Repart

Invoice and Receiving Report (Combo)

D0 D

Cost Woucher (FAR 52.216-7, 52.216-13, 52.216.14, 52.232-7)

_anlinus'_ﬂaturn 1 Reset | Page ﬂaIEI

At the next screen, input the following information:

e |ssue Date: beginning of the fiscal year. For all FY06 invoices, it will be 10/01/2005.
For all FYQ07 invoices, it will be 10/01/2006 etc....

e Admin DoDAAC: N68322

e Ship to Code: N68322 ext. TA1, TA2, TA3....TA12. ltis very important to put the TA
extension in so that your invoice is directed to the correct inbox for certification. Your
WAWF POC will provide you the correct extension number.

e LPO DoDAAC: N68322 ext. TA1 or TAG6 etc.... Itis very important to put the TA
extension in so that your invoice is directed to the correct inbox for certification. Your
WAWEF POC will provide you the correct extension number.

NOTE: For GEV & AEV (Graduate Education & Advanced Education), please

use extension TA12. For Navy, Marine Corps, and Coast Guard, please use the
other TA extension that was or will be provided to you by your WAWF POC.
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When all fields are complete, click the Continue button.
Create New Document

" = Required Fields, Date = YYYY/MMDD

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC

MBE32206M 1056 1L1A3 ME3566

Issue Date IssueBy DoDAAC Admin DoDAAC*
: | [ne83ee

Ship To Code * / Ext. Ship From Code / Ext. LPO DoDAAC * / Ext.
] I |[neszze | [Ta3

\NEB322

Document Selected:

Invoice

Continue | Return | Raset | Page ﬂelg.

10. Input the invoice number and invoice date. Be sure not to input an invoice date
that is later than the current date, or the invoice will be rejected by the certifier.

Leave the Final Invoice box on N.

Y Addresses Y Discounts Y Commentis Y Line liem YMisc. ﬁ.mauntﬂ

Header

Data Capture - Invoice

" = Reqguired Fields, Date = YYYYiMWIDD

Contract Number Delivery Order Issue Date

ME321006MICSTA 200510401

Shipment No Shipment Date Elnal Invoice Ho.™ Invoice Date™ Elnal
=hip : p = Shipment? = = Invoice?
| W= Nl

Government B/L Humbher

Currency Code

IUSD 'l

Create Document} Return | Paﬁs ﬂale|
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Document Total:

$0.00
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11. Once all invoice data is input, click on the Line Item tab. Then click on the three
boxes icon under Actions.

[ Header Y Addresses | Discounis | Commenis | Line [tem | Misc. Amounts)

Line Item Details:

At least one Ling ltem is required.

\ 4
Item No. Stock Part No. Type Oty. Shipped Unit Unit Price Amount Actions

%ﬂ

Paﬁs ﬂale|

UPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON
THE HEADER TAB TO SUBMIT.
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12. TA bills in WAWF must be billed according to a new structure:
a. NAVY, MARINE CORPS, and COAST GUARD should each be billed
separately on individual invoices
b. GEV/AEV (Graduate Education/Advanced Education) TA bills must be
billed one invoice per student
or
One line item per student in the same invoice (see below):

i. 0001 = Greg Thomas
ii. 0002 = Maria Clark

NOTE: For GEV & AEV (Graduate Education & Advanced Education), please
use extension TA12. For Navy, Marine Corps, and Coast Guard, please use the
other TA extension that was or will be provided to you by your WAWF POC.

It is very important to refer to the TA authorization numbers to determine how
many Navy students vs.Marine Corp students are being billed. TA numbers
follow the below construction and the first letter of the TA authorization number
will indicate which service needs to be billed:
C. N 2ALPHA 2006 SEQ# (5 digit)
Example: NAA200612345

= N = Navy
C = Coast Guard
M = Marine
G = GEV (tracked at money level — GEV students get a stipend)
S=STA
E = AEV

Add CLIN/SLIN

" = Required Fields

Item No. * Stock Part No. * Type * Oty. Shipped * Unit* Unit Price *

i ere | [S-Saices A ] s e

SDN ACRN Amount
§5.520.00

Description *

-Tﬁ. bill for Mavy Students Spring Semester. Flease see attached

Stock Part No. = NONE

Type = SV-services

QTY Shipped =1 (for lump sum of each line item)

Unit = EA for each

Unit Price = full amount of the invoice for the service line being billed
Description = comments, but there are no specific requirements. You will
want to ensure that the certifier knows what the line item billed is for.

—SQ oo

Once all line item information is entered, scroll down and click on the Save
CLIN/SLIN button.
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Tuition Assistance (TA) WAWEF Invoice Input

13. You will see a summary of the line item information you just input. Click on the

Header tab.é
([ Header Addresses | Discounts | Commenis | Line ltem |[Misc. Amounts]

Line Item Details:

At least one Line ltem is required.

Item No.

Stock Part No. Type Oty. Shipped

NAVY —PE Mane = 1

Unit Unit Price Amount Actions
EA $5520 $552000 Z M
§2250 $22s000 Z MM

%ﬂ

Paie ﬂaIEI

14. Click on the Create Document button.

Header

|* Addresses Y Discounis | Commenis | Line liem ) Misc. Amounis)

Data Capture - Invoice

" = Required Fields, Date = YyYYYIDD

Contract Number Delivery Order Issue Date

ME321006MCSTA 200510401

Final

Shipment No. Shipment Date SHipment?

Government B/L Numbher

IUSD 'I

Currency Code

Einal

Invoice No.* Invoice Date™ —
Invoice?

[s001 [e008/01/27 [n=]

Document Total:

$28,000.00

Create Dncumont' Return l Pais ﬂa|E|

Created By Universal Consulting Services for the US NAVY



Tuition Assistance (TA) WAWEF Invoice Input

15. You will now see the summary data of your invoice. Click on the Misc. Info tab
to add an attachment.

’_|'— Header Y Line liem Y Addresses E £ Misc. Info “]

* = Required Figlds
Contract Number Delivery Order Issue Date
MNE321006MCSTA 2005/10/01
Invoice Number Invoice Date Final Invoice Invoice Received Date
5001 200801527 i 2006801527
Summary of Detail Level Information Total
1 CLIN/SLIM(S) $28,000.00
0 Mizcellaneous Armount(s) $0.00
$25,000.00

16. You will need to add an attachment to the invoice to transmit the student, course
information and TA authorization number to the certifier. This attachment can be
a scanned pdf document or any Microsoft Office product (Word, Excel).

Be sure to list the following (refer to Appendix A):
e TA Authorization Number (max character =12)
Student First and Last Name
Students’ Last Four Digits of the SSN# (min character = 4)
Course Number (max character = 12)
Course Name (max character = 15)
Amount To Be Paid
NCMIS School Code (max character = 5)
School Name
Invoice Number
Invoice Date
Grades (if available; not required)

NOTE: If the Course Number or Course Name is longer than the max character amount,
please abbreviate.
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17.

Tuition Assistance (TA) WAWEF Invoice Input

Click on the three boxes icon next to attachments. «

[ Header Y Lineltem Y Addresses | Misc. Info | \

N

Contract Number

NE3Z1006MCSTA

Name: LINDA HOWELL
Title: *YENDOR- ADMIN
Phone #: 301-225-3557
DSHN:

Org Email: weBdad@cols. disa.mil

Comments:

Email: LHOWWELL@FAIRCHILDCONTROLS. COM

INVOICE

- CONTINUATION SHEET

* = Required Fields

Delivery Order Shipment Number voice Number
S0

Initiator Information

IRDN\Z00B/01 527
Date of Action: Z8QG/01/27
Action(s):

ents; a%ﬂ

Pais ﬂale|

Click the Browse button to find the document on your computer. Once you find
the document, click Open. You will be returned to the screen below and will see
the document path listed in the box. Click Continue.

Form - Attachments

Pick up a file to attacth:HDDl:uments and Settings\brenda.m.cocNADSUSE:  Browse.. |

anlinus' Return ' Pniu ]jaIE|
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Tuition Assistance (TA) WAWEF Invoice Input

18. The attachment will be listed in the drop down box. You can click the trash can
icon to remove the attachment, or click the three boxes to add another attachment.

IRD: 200601/27
Date of Action: 20060127
Actionis):

Attachments: = BT

2005 x5

19. Once all attachments are made, click on the Header tab. Scroll to the bottom of
the screen and click the Submit button.
DoDAAC: H6B566

Name: DEFENSE FINANCE AND ACCOUNTING SERVY

__Submit I._Eaturn | Page ﬂalel

20. You will receive a message that the invoice has been submitted successfully.
Click Return to go back to the document creation screen.

The Invoice has been submitted successfully.

Contract Number Delivery Order Shipment Number Invoice Number

MESE2206M 1056 145656

Send More Email Notifications
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Click Log Out to exit WAWF.

<} Wide Area Workflow Yersion 3.0.9 - Microsoft Internet Explorer provided by Navy Marine Corps Intranet == x|

File Edit Wiew| Favorites Tools Help ﬁ

wBack - = | @ @] & | Qoearch GuFovorites Pveda B | B S -

Address [{&] https Jwawftraining.eb.mi = P
[CUSTOTNTET SUPPOoTT |
= == =
1-866-615-5980 = . . P s
DSN: 386-7095 =
=l

UserlQ- 1
Home | Log Out
[The Invoice has been submitted successfully.

My Profile Maintenance
My Role Maintenance
Add Additional Rale Contract Number Delivery Order Shipment Number Invoice Number

L1 Vendor NE3Z1006MCETA S007

Create New Document

Create Misc. Pay
View Vendor Documents

Access Rejected Receivi
Reporis [Send More Email Notifications

Access Rejected Invoice:

Vendor View Only

Return l P-iuﬂulel

ETP/EDI Guides & Other
Supporting Documents d
[l »

5] [ [ |4 nternet

Fri Jan 27 10:37:54 EST 2006

Carolina Pinto
703-591-5100 ext. 201
Carolina@universal-inc.net

Larry Epperson
703-591-5100 ext. 219
Larry@universal-inc.net

Tuition Assistance Office NETPDTC N8111
Revised June 26, 2006
Tuition Assistance (TA) WAWEF Invoice Input
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Appendix A: ATTACHMENT TEMPLATE

E3 Microsoft Excel - Attachment_Template [Read-Only]

Y

PO S e[S A G

File Edit Wew

Insert

Format  Tools

Data
.| ® LA 0%~ (@) i Aial
Z <)

Window  Help

o

e |

s B R

|21 B g |

Reply with Changes... End Review... !

C1 -

& Student First Mame

A

B

G

D

H

|

TA Authorization #

{max character = 12}

Student Last Name

Student First Name

Last Four
Digits of
SSN

Course Number
{max character = 12)

Course Name
{max character = 15}

Amount
To Be
Paid

NCMIS
School Code
{max
character = 5)

TANAVY 123456

Cneal

Shaguille

7337

ECOMA33

hanagerial ECOR

$2,500.00

10564

University OF

00|~ | O [P = | | R | —

w

=]

11

12

13

14

14

16

17

18

19

20

21

2

3

24

2%

Pia]

27

28

29

Ready

W 4 v w\Sheetl / Sheet2 [ Sheet3 /
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